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Accounts  receivable  department,  tips 
for  payment  collection  (Apr  20):  3 
Addresses 

computer  file  for  (Dec  28);  3 
computer-generated  labels  for 
(May  4);  3 

Advertising,  helpful  hints  for 
(Apr  20):  3 

Advice,  taking  own  (Dec  28):  2 
Anger,  expression  of,  in  workplace 
(Dec  28):  2 

Answer  machines.  See  Voice  mail 
Anti-virus  software  (May  4):  3 
Attitude,  in  problem  solving  (Jan  29):  1 
Award  for  Excellence  (PSI)  (Oct  19):  4 
Award  Guard  insurance  policy 
(Nov  16):  2 

B 

Behavior  patterns,  sabotage  of  career 
with  (Jul  27):  1 

Billing  scams,  protecting  company 
from  (Jul  13):  2 

Blind  copies,  tips  for  (Sep  7):  3 
Books,  service  for  buying  (Jun  29):  2 
Boss.  See  also  Worker  relations 
credit  taking  by  (Jan  13):  2 
forging  strong  link  with  (Jun  1):  1 
handling  unethical  behavior  of 
(May  4):  2 

improved  relations  with  (Oct  19);  2 
keeping  abreast  of  personnel 
issues  (Nov  16):  3 
leaving  notes  for  (Jun  15):  3 
personal  relationship  between, 
and  secretary  (Dec  14):  2 
pointing  out  errors  of  (May  18):  2 
restocking  supplies  for  (Aug  24):  3 
secretaries  as  team  players 
(Sep  21):  2 

working  for  multiple  (Jun  29):  8; 
(Sep  21);  3;  (Nov  30):  3 
Boss’s  schedule 

keeping  track  of  (Mar  9):  3; 

(Nov  2):  4 

meetings  reminders  (Jun  15):  3; 
(Nov  2):  4 

preparation  for  next  day  appoint¬ 
ments  (Feb  10):  3;  (Nov  16);  3 
reminder  for  (Feb  10):  3 
Business  cards,  filing  (Jan  27);  3 
Business  etiquette  (Sep  21):  4 
Business  letters.  See  also  Communication 
blind  copies  of  (Sep  7):  1 
boss’s  rewriting  of  (Jun  15):  2 
bullets  on  (Mar):  3 
clarity  in  (Sep  7):  1 


Business  letters  (continued) 

confidentiality  in  (Jan  13):  1 
designating  additional  copies  of 
(Feb  10)-  2 

filing  copy  of  response  to  (Sep  7):  3 
gaining  information  from  (Sep  7);  3 
keeping  track  of  responses  to 
(Jun  1):  2 

professional  notecards  for  (Dec):  4 
proofreading  of  (Mar  9);  3 
standards  for  signing  (Feb  10):  2 
tips  for  writing  effective  (Feb  24): 

2;  (Apr  20):  2;  (Aug  10):  1 
two-sided  copies  for  (Jul  13):  3 
Business  menus,  planning  (Jul  13):  4 
Business  skills,  upgrading  (Jan  27):  4 
Butterball  Turkey  Talk-Line  (Nov  16):  3 

c 

Calendars,  problems  with  having  two 
(Jan  27):  2 
Career 

behavior  patterns  that  sabotage 
(Jul  27):  1 

changing  roles  for  secretaries 
(Oct  19):  2 

overcoming  fear  in  taking  risks  in 
(Nov  16):  4 

Caring  environment,  creating  (May  4):  4 
Catalogues,  discarding  old  (Jan  13):  3 
Census  information  (Dec  14):  2 
Charitable  donations,  ensuring 

legitimacy  of  charity  (Dec  28):  3 
Child  care,  tips  on  before-  and  after¬ 
school  (Sep  7):  3 
Clerk,  role  in  customer  service 
(Mar  9):  2 

Clip  Hanger,  for  fabric  covered 
partitions  (Jul  13):  2 
Color-coded  filing  supplies,  tips  for 
finding  (Nov  2):  3 
Communication.  See  also  Business 
letter;  Telephone 
avoiding  wordiness  in  written 
(Mar  23):  3 

expressing  anger  (Dec):  2 
in  overseas  business  (Oct  5):  4 
project  directory  for  referring 
phone  calls  (Dec  14):  3 
reasons  for  breakdown  in 
(Jan  13):  2 

recapping  phone  conversations 
(Nov  30):  2 

techniques  for  effective  (Jun  15):  2 
terminating  conversation  with 
office  visitors  (Jun  29):  2 
usage  skills  test  (Aug  24):  4 


Commuter  stress,  tips  for  beating 
(Sep  21):  2 

Company  image,  telephone  portrait  of 
(Jun  29);  7 

Complaints,  submitting,  to  U.S.  Office 
of  Consumer  Affairs  (May  4):  2 
CompuServe  (electronic  information 
service)  (Mar  9):  1 
Computer 

electronic  information  services  on 
(Mar  9);  1 

eye  strain  from  working  on 
(Dec  28):  2 

keeping  phone  log  on  (Jun  1):  3 
off-site  storage  of  documents 
(Oct  5):  2 

problems  with  new  models 
(Oct  19):  3 

recycling  of  used  (May  18):  3 
saving  original  packaging  for 
(Aug  10):  3 

survey  measuring  acceptance  in 
workplace  (Nov  30):  2 
user  group  for  (Oct  5):  3 
Computer  file 

for  addresses  and  phone  numbers 
(Dec  28):  3 

for  boss’s  correspondence  by 
project  (Dec  14):  3 
naming  of  (Mar  9):  3 
Computer-generated  reports,  delayed 
text  insertion  in  (Mar  9):  3 
Computer  handwriting  (Apr  20):  2 
Computer  software,  problems  in  zero 
versions  of  (Oct  19):  3 
Computer  virus  (May  4):  3;  (Dec  14):  2 
Conferences  (Mar  9):  4 
Confidentiality 

insuring  privacy  while  working 
on  matters  of  (Nov  2);  3 
preventing  breaches  of  confidence 
(Jan  13):  1;  (Jan  27):  2 
Conflict  management  (Dec  28):  4 
collaboration  and  (Jan  13):  4 
handling  dictator  on  secretarial 
team  (Nov  16):  2 
styles  of  (Jan  13):  4 
Consumer  Affairs,  U.S.  Office  of, 

submitting  complaint  to  (May  4):  2 
Conversation.  See  Communication 
Controlled  urgency  technique  (Jul  13):  1 
Copies 

reminder  for  last  (Jan  13):  3 
two-sided  (Jul  13):  3 
Corporate  logos,  legibility  of,  on  fax 
sheets  (Dec  28):  2 
Correspondence.  See  Office  corre¬ 
spondence 

Cost  management,  tips  for  (Oct  5):  2 


Coworker.  See  also  Worker  relations 
asking  for  help  (Feb  24):  1 
caring  for,  and  camaraderie 
(May  4):  4 

disciplining,  after  receiving 
promotion  (Nov  30):  2 
handling  negative  attitude  in 
(Feb  24):  2 

handling  the  office  expert 
(Apr  20):  2 

improving  morale  among  (Feb  ):  4 
procrastination  by  (Dec  28):  1 
relationship  with  (Mar  9):  2 
stealing  of  ideas  by  (Mar  23):  2 
support  for  (Sep  7):  1 
Credit 

boss  taking  of  (Jan  13):  2 
coworker  taking  of  (Mar  23):  2 
Credit-card  purchases 

obtaining  refunds  for  price 
differences  (Jul  27):  2 
protesting  minimum  purchase 
requirement  for  (Dec  14):  2 
Credit  history,  checking  your  (Jun  2):  2 
Criticism 

giving  constructive  (Jun  2):  3 
handling  (Nov  2):  2 
Cultures,  adapting  to  diverse,  in 
workplace  (Sep  7):  2 
Customer  service 

appeasing  angry  (Dec  28):  2 
every  employee’s  role  in  (Mar  9):  2 
handling  abusive  customer 
(Jul  27):  2 

handling  dislike  for  client 
(Aug  24):  2 

and  the  internal  customer 
(Nov  30):  1 

providing  pricing  information 
(Nov  16):  3 
tips  for  (Jul  27):  3 

D 

Daily  memo,  for  disseminating 

pertinent  information  (Dec  28):  3 
Delivery  staff,  role  of,  in  customer 
service  (Mar  9):  2 

Demographic  information,  locating 
(Dec  14):  2 

Departntental  changes,  employee 
input  into  (Oct  5):  2 
Depression,  avoiding  feelings  of 
(Jan  13):  3 

Desk,  importance  of  organizing 
(May  18):  1 

Dialog  (electronic  information  service) 
(Mar  9):  1 

Dow  Jones  News/Retrieval  (electronic 
information  service)  (Mar  9):  1 

E 

Education,  finding  tuition  money  for 
(Jul  27):  2 

Effectiveness,  habits  to  build 
(Aug  10):  2 

Electronic  information  services 
(Mar  9):  1 

Emergency  kit,  mundane  (Aug  24):  3 


Employee(s).  See  also  Coworker 

1872  requirements  for  (Nov  30):  3 
importance  of  attendance  of 
(Mar  23):  2 

handling  competitiveness  among 
(Jun  29):  2 

input  into  change  (Oct  5):  2 
recognizing  (Jan  13):  2 
self-confidence  in  new  position 
(Mar  23):  1 

training  responsibilities  (Oct  5):  1 
Engraved  numbers,  restoring  readabil¬ 
ity  of  (May  18):  3 
Etiquette,  business  (Sep  21):  4 
Exercise,  suggestions  for  minimum- 
effort  workouts  (Feb  24):  3 
Eyestrain,  reducing,  from  working  on 
video  display  terminals  (Oct  5):  3; 
(Dec  28):  2 

F 

Faxes 

beating  machine  gridlock 
(Apr  20):  1 

color-coded  paper  for  sorting 
(Jun  29):  7 

to  get  callbacks  (Aug  10):  3 
improving  legibility  of  transmittal 
sheet  (Dec  28):  2 
organizing  (Jul  27):  3 
routing  transmissions,  to  correct 
extension  (Dec  28):  3 
in  small  office  (Jan  27):  1 
stopping  junk  (Aug  10):  2 
as  threat  to  postal  service 
(Feb  24):  2 
Fax  numbers 

telephone  book  for  (Jul  13):  3 
tips  for  spotting  (Jul  13):  3 
Federal  Express,  use  of  preprinted 
labels  (May  18):  3 
File  system.  See  also  Computer  file 
answers  to  letters  (Sep  7):  3 
color-coded  supplies  for  (Nov  2):  3 
dating  information  in  rotary  card 
file  (Sep  7):  3 
fixing  errors  in  (May  4):  3 
keeping  current  (Jan  13):  3 
locating  files  (Oct  5):  3 
locking  confidential  (Jan  13):  1 
making  room  in  (Jul  13):  3 
managing  (May  18):  4 
off-site,  for  computer  documents 
(Oct  5):  2 

pending  file  for  paperwork 
(Oct  19):  3 

phone  numbers  in  rotary  files 
(May  4):  3 

staggered  folders  to  aid  retrieval 
(Jun  2):  3 

stapling  tips  for  papers  in 
(Nov  30):  3 

setup  and  maintenance  tips  for 
(Nov  30):  4 
tickler  (Aug  24):  3 
time-saver  tips  for  (Jul  27):  3 
Finger  moistener,  using  up  (Feb  10):  3 
Frequent-flyer  miles,  insurance  for 
(Nov  16):  2 


G 

Gender  stereotypes,  in  office  ro¬ 
mances  (Sep  7):  2 

GEnie  (electronic  information  service) 
(Mar  9):  1 

Grammar  questions  (Oct  5):  2 
Grocery  bill,  saving  tips  for  (Jan  13):  2 

H 

Habits,  developing  good  (Aug  10):  2 
Health,  importance  of  personal 

relationships  to  overall  (Sep  21):  1 
Highlighter  pens,  combining  colors  of 
(May  18):  3 

Holiday  gift  giving,  different  approach 
to  (Nov  16):  1 
Humor 

of  Erma  Bombeck  (Jun  29):  2 
in  workplace  (Jun  2):  4;  (Oct  19):  2 

I 

Ideas 

coworker  support  for  (Sep  7):  1 
guidelines  for  gaining  acceptance 
of  (Aug  10):  4 

Image 

company,  on  telephone  (Jan  29):  7 
personal  and  professional  success 
(Sep  21):  2 

Income-tax  refund,  checking  status  of 
(Jun  15):  2 
Information 

controlling  access  to  (Jan  13):  1 
disseminating  pertinent  daily 
(Dec  28):  3 

electronic  resources  for  (Jul  13):  3 
on  finding  tuition  (Jul  27):  2 
gaining,  from  correspondence 
(Sep  7):  3 

locating  census  and  demographic 
(Dec  14):  2 

sources  for  (Jun  15):  4 
tips  for  finding  (Jun  15):  4 
using  computer  for  easier  access 
to  (Mar  23):  3 

Internal  customer,  guidelines  for 
working  with  (Nov  30):  1 
Interruptions,  tips  for  reducing 
(Jul  27):  3 

Interviews,  off-hour  (Nov  2):  3 

L 

Labels 

computer-generated  (May  4):  3 
preprinted  (May  18):  3 
tips  for  typing  (Aug  10):  3 
Laser-printer  toner 

cleaning  spilled  (Jun  29):  7 
cutting  cost  of  (Feb  10):  3 
Latch  key  children  (Sep  7):  1 
Leadership  potential,  developing 
(Feb  24):  1 

Learning  opportunities,  taking 
advantage  of  (Nov  30):  2 
“Leave  a  Message  for  Santa”  holiday 
hotline  (Dec  14):  3 
Letter  writing.  See  Business  letter 
Lifesaving  tips  (Nov  2):  3 


M 

Mail 

consolidating  (Feb  24):  3 
handling  (Jan  13):  1 
use  of  computer-generated  labels 
(May  4):  3 

sealing  envelopes  (Jan  13):  3 
Master  copies,  preserving  (Mar  23):  3 
(May  18):  3 

Meeting  log,  uses  for  (Aug  10):  3 
Meetings 

reminding  boss  about  (Jun  15):  3 
taking  precise  minutes  (Jan  15):  3 
Memory 

improving  (Sep  21):  3;  (Nov  2):  2 
of  important  notes  (Feb  10):  3 
remembering  names  (Dec  14):  1 
training  retention  (Feb  10):  2 
Memos,  tips  for  writing  (Jan  27):  3 
Michelangelo  virus  (May  4):  3 
Minimum  purchase  requirement, 
protesting,  for  credit  card  pur¬ 
chases  (Dec  14):  2 
Minutes,  taking  accurate  (Jun  15):  3 
Monday  blahs,  avoiding  (Jan  13):  3 
Money,  stretching  (Jan  13):  2 
Multinational  companies  (Jul  27):  3; 
(Oct  5):  4 

N 

Names,  remembering  (Dec  14):  1 
National  Charities  Information  Bureau 
(NCIB)  (Dec  28):  3 

National  Christina  Foundation  (NCF) 
(May  18):  3 

National  Secretaries  Association 
(NSA)  (Apr  20):  4 

Neatness,  importance  of  (May  18):  1 
Negative  attitude,  handling  coworker’s 
(Feb  24):  2 

Negative  message,  exhibited  by  office 
plants  (Mar  23):  3 
New  employee  (Feb  24):  3 
Newsnet  (electronic  information 
service)  (Mar  9):  1 
Newspaper  articles,  improving 
photocopies  of  (Nov  2):  2 
Newsprint,  removing  from  fingers 
(Sep  21):  3 

Nexis  (electronic  information  ser¬ 
vices)  (Mar  9):  1 
Numbers,  proofing  (May  4):  3 
Nutrition 

and  business  menus  (Jul  13):  4 
and  Turkey  Talk-Line  (Nov  16):  3 

o 

Odd  job  contest  (Sep  21):  4 
Office  courtesy  and  time  management, 
(Nov  30):  3 

Office  politics  (Oct  19):  1,  4 
Office  romances  (Sep  7):  1 
Office  supplies 

bargaining  for  best  price  (Aug  24):  2 
emergency  kit  for  mundane 
(Aug  24):  3 
recycling  (Feb  24):  3 
restocking  boss’s  (Aug  24):  3 
tips  for  ordering  (Nov  2):  3 


Office  workers.  See  Coworker;  Worker 
relations 

Off-site  programs,  hints  for  selecting 
(Mar  9):  4 

On-the-job  expenses,  tips  for  reducing 
(Oct  5):  2 

One-upmanship  (Jun  29):  2 
Organization 

neatness  in  (May  18):  1 
tickler  file  for  (Aug  24):  3 
Original  documents,  tips  for  locating 
and  updating  (Jun  29):  7 
Out-of-the-blue  messages,  cautions  for 
(May  18):  2 

Overseas  business,  communication 
problem  in  (Oct  5):  4 

P 

Paging  devices,  wristwatch  (Feb  24):  2 
Paperwork 

catching  up  on  (Jun  2):  3 
pending  file  for  (Oct  19):  3 
Parking  tips  (Jan  27):  2 
Payment  collection,  memory  jogger  for 
(Apr  20):  3 

Pending  file,  for  paperwork  (Oct  19):  3 
People  skills,  for  dealing  with  diffi¬ 
cult  people  (Mar  23):  4 
Personal  images,  and  professional 
success  (Sep  21):  2 
Personalized  notecards,  designed  for 
business  (Dec  14):  4 
Personal  life,  tips  for  managing 
(May  4):  1 

Personal  relationship,  importance  of, 
to  health  (Sep  21):  1 
Personnel 

keeping  boss  abreast  of  issues  in 
(Nov  16):  3 

pre-employment  tests  (Apr  20):  3 
role  of,  in  customer  service 
(Mar  9):  2 

Philanthropic  Advisory  Service  (PAS) 
(Dec  28):  3 
Photocopies 

care  of  original  (Mar  23):  3 
enhancing  readability  of  (Dec  14):  3 
Plants  in  office,  importance  of 
maintaining  (Mar  23):  3 
Plastic  cover  sheets,  for  documents 
(Jun  29):  7 

Postal  costs,  money-saving  tips  for 
(Nov  16):  2 

Pre-employment  tests  (Apr  20):  3 
Press  release,  for  boss’s  public 
speeches  (Feb  10):  2 
Pricing  information,  providing  quick 
(Nov  16):  3 
Problem  solving 

and  direct  confrontation  (Jul  13):  2; 
asking  for  help  in  (Mar  23):  1 
attitude  in  (Jun  29):  1 
file  for  (Oct  5):  3 
Procrastination,  tips  for  avoiding 
(Dec  28):  1 

Prodigy  (electronic  information 
service)  (Mar  9):  1 
Production  worker,  role  of,  in  cus¬ 
tomer  service  (Mar  9):  2 


Productivity 

counting  on  coworker  (Nov  2):  2 
suggestions  for  increasing  daily 
(Aug  10):  2 

Professional  Secretaries  Day  (Apr  20):  4 
Professional  Secretaries  International 
(PSI)  (Apr  20):  4 
Award  for  Excellence  (Oct  19):  4 
Promotions 

disciplining  former  coworkers 
after  receiving  (Nov  30):  2 
managing  reactions  when  passed 
over  for  (Jul  27):  4 
Proofreading 

of  hard  copy  vs.  on-screen 
(Jan  27):  3 

of  numbers  and  tabular  materials 
(May  4):  3 

red  pen  in  (Mar  9):  3 

R 

Reading  comprehension/retention, 
prereading  to  improve  (Jun  2):  2 
Recognition 

coworker  stealing,  for  ideas 
(Mar  23):  2 

for  employee  contributions 
(Jan  13):  2 
Recycling 

aluminum  cans  (Jun  15):  3 
computer  equipment  (May  18):  3 
paper  (Aug  24):  1 
Reminders  (Feb  10):  3 
Reports,  bosses’  tailoring  of  (May  4):  2 
Rotary  files 

dating  information  in  (Sep  7):  3 
phone  numbers  for  frequent 
callers  in  (May  4):  3 
replacing  (Dec  28):  3 
Routing  checklist  (Jun  2):  3 

s 

Safety  tips,  in  workplace  (Aug  24):  2 
Salary,  discussing,  with  coworker 
(Jan  13):  1 

Saturdays,  working  on  (Jun  2):  3 
Scheduling  strategies  (Nov  2):  4 
Secretarial  Want  Ad  Survey 

composite  secretary  (Jun  29):  5 
computers/ word  processing 
(Jun  29):  4-5 

education/experience  (Jun  29):  4 
industries/specialties  (Jun  29):  3 
job  classifications  (Jun  29):  3 
newspapers  surveyed  (Jun  29):  6 
salaries  (Jun  29):  5 
shorthand  (Jun  29):  3 
skills/abilities  (Jun  29):  4 
Secretaries 

changing  roles  of  (Oct  19):  2 
honoring,  on  Secretaries  Day 
(Apr  20):  4 

recognition  for  (Oct  19):  4 
rehiring,  of  inefficient  temporary 
(Jan  27):  2 

relationship  between  boss  and 
(Dec  14):  2 

as  team  member  (Sep  21):  2;  (Oct 
19):  3;  (Nov  16):  2 
tips  from  successful  (Aug  24):  3 


Self-awareness  (Nov  16):  2 
Self-confidence,  in  new  position 
(Mar  23):  1 
Seminars  (Mar  9):  4 
Sexual  harassment 

benefits  of  forum  on  (Jan  27):  3 
in  workplace  (Dec  14):  2 
Small  business,  solving  problems  in 
(Jan  27):  1 

Social  friendships,  versus  work 
friendships  (Sep  7):  2 
Speeches,  proofreading  of  (Feb  10):  2 
State  Data  Centers  (Dec  14):  2 
Stress 

controlling  (Feb  10):  1;  (Mar  9):  2; 
(Nov  2):  1 

tips  for  beating  commuter 
(Sep  21):  2 

Success 

and  personal  images  (Sep  21):  2 
tips  for  looking  like  (May  4):  2 

T 

Tabular  materials,  proofing  (May  4):  3 
Task-assignment  form  (Nov  30):  3 
Telephone.  See  also  Communication 
and  company  image  (Jun  29):  7 
computer  file  for  numbers 
(Dec  28):  3 

computer  phone  log  for  callbacks 
(Jun  2):  3 

effective  use  of  phone  (Jun  15):  1 
etiquette  tips  for  (Sep  7):  4 
handling  abusive  customers 
(Jul  27):  2 

handling  boss’s  personal  calls 
(Jun  2):  2 

insuring  accuracy  of  information 
given  on  phone  (Aug  24):  2 
maintaining  confidentiality 
(Jan  13):  1 

minimizing  phone  tag  (Sep  21):  3 
out-of-the-blue  opportunities 
(May  18):  2 

and  paging  devices  (Feb  24):  2 
project  directory  for  referring 
(Dec  14):  3 

pulling  numbers  in  rotary  files 
(May  4):  3 

recapping  conversations  for 
clarity  (Nov  30):  2 
Santa  hotline  on  (Dec  14):  3 


Telephone  (continued) 

screening  calls  (Jan  13):  3 
solving  small-office  problems 
with  (Jan  27):  1 

tips  to  spot  numbers  (Jul  13):  3 
using  hold  button  (Mar  9):  3 
Temporary  secretarial  help,  rehiring  of 
inefficient  (Jan  27):  2 
Tickler  file,  for  next  day  preparation 
(Aug  24):  3 
Time  management 

of  bosses  schedule  (Feb  10):  3 
and  commuting  (Sep  21):  2 
humorous,  tips  in  (Jun  29):  2 
and  office  courtesy  (Nov  30):  3 
and  problem  solving  (Jan  27):  2 
and  problem  with  two  calendars 
(Jan  27):  2 

scheduling  strategies  in  (Nov  2):  4 
task-assignment  form  (Nov  30):  3 
vacation  calendar  in  (Oct  19):  3 
Training 

retention  of  new  information 
(Feb  10):  2 

teaching  coworker  to  run  word 
processor  (Feb  10):  2 
tips  for  successful  (Oct  5):  1 
in  workshops,  seminars,  and 
conferences  (Mar  9):  4 
Tuition  money,  book  on  finding 
(Jul  27):  2 

Two-sided  copies,  for  correspondence 
(Jul  13):  3 

Typewriter,  inserting  labels  in 
(Aug  10):  3 

V 

Vacation  calendar  (Oct  19):  3 
Video  display  terminals  (VDTs), 

eyestrain  problems  from  working 
on  (Oct  5):  3;  (Dec  28):  2 
Voice  mail 

summarizing  messages  on 
(Aug  10):  3 
survey  on  (Dec  14):  3 
Volunteering,  for  own  company 
(Feb  10):  4 

w 

Weekend  activities  (Jan  13):  3 
Word  processor,  teaching  coworker  to 
use  (Feb  10):  2 


Work  friendships,  versus  social 
friendships  (Sep  7):  2 
Workplace 

controlling  stress  in  (Feb  10):  1; 

(Mar  9):  2;  (Nov  2):  1 
diverse  cultures  in  (Sep  7):  2 
effective  expression  of  anger  in 
(Dec  28):  2 

handling  conflict  in  (Jan  13):  4; 
(Nov  16):  2 

humor  in  (Jan  13):  4;  (Jun  2):  4; 
(Oct  19):  2 

international  differences  (Jul  27):  3 
safety  in  (Aug  24):  2 
sexual  harassment  in  (Dec  14):  2 
stress  management  in  (Feb  10):  1; 

(Mar  9):  2;  (Nov  2):  1 
survey  measuring  computer 
acceptance  in  (Nov  30):  2 
volunteering  in  (Feb  10):  4 
Worker  relations 

caring  for  coworker  (May  4):  4 
controlling  reactions  to  coworker 
(Mar  9):  2 

counting  on  coworker’s  produc¬ 
tivity  (Nov  2):  2 
disciplining  former  coworkers 
after  promotion  (Nov  30):  2 
handling  office  expert  (Apr  20):  2 
office  politics  (Oct  19):  1,  4 
office  romances  (Sep  7):  2 
stealing  of  coworker  ideas 
(Mar  23):  2 

support  for  coworker’s  ideas 
(Sep  7):  2 

teamwork  (Sep  21):  2;  (Oct  19):  3; 
(Nov  16):  2 

upgrading  office  morale  (Feb  24):  4 
working  for  multiple  bosses 
(Jun  29):  8 

Workshops  (Mar  9):  4 
Workstation,  hanging  things  on  fabric- 
covered  partition  (Jul  13):  2 
Writing  skills 

avoiding  wordiness  in  (Mar  23):  3 
for  business  correspondence 
(Apr  20):  2;  (Aug  10):  1 
clarity  (Sep  7):  1 
grammar  hotlines  (Oct  5):  2 
suggestions  for  business  letter 
(Feb  24):  2 

testing  usage  skills  (Aug  24):  4 


